THE FEDERAL DEPOSITORY LIBRARY PROGRAM

How do | order promotional materials?

The U.S. Government Printing Office provides promotional materials at no charge to Federal
depository libraries to increase public awareness of the Federal Depository Library Program
(FDLP).

How to Order Promotional Materials

1)There are two options available to begin shopping for promotional materials.
Login first, using your depository number and internal password before shopping.
(Recommended option).
* Shop first, then login. (You will be prompted to login when adding an item to your
cart).

Prom the top main navigation menu, go to: Outreach > Promotional Resources > FDLP
Promotional Materials.

Browse through the "Categories" and select an item you would like to order.

Once selected, choose a "Quantity" and click "Add to Cart". You will now see the items
available in your cart (update quantities and/or delete items as necessary directly in the
cart). Use the breadcrumbs at the top of the cart to navigate back and add more items to

your cart.
@'—- Fromotignal Resources = o-ﬁ@— Breadcrumbs

Cart Edit O

Hame uantity § Updarte
Depository Library Decal (Glue on Front) DECCT

Classification Chart Poster 1 $’

Delete Item

%% Checkout

When you are ready to place your order from the "Cart", choose the "Checkout" option
on the bottom of the screen. You will then be taken to the screen below. Be sure to
double check your information. The default "Shipping Address" is the same as your
"Contact Information”. We realize that your shipping address may need to be different
from your "Contact Information” address. If you need to add a specific shipping address,
click on the link to "Add a new Shipping Address". Once your shipping address is
updated (if need be), or if you are ready to confirm your order without making and
address changes, click the "Next" button on the bottom of the screen to confirm your
order.
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Checkour

Hame ZKU Quantity / Updarte
Depository Library Decal (Clue on Front) DECCT 1 @ u
Classification Chart Poster 0l |$ |

Contact Infarmation
Institution: M4
Full fame; Adelade Hasse

F32 North Capitel 51, HW
Mall Gtap: IOLF

Washinguon, OC 2000%
United States

Fhone: 202-512-1185
Fax:
Email: ahassa@gpo.gov

Address:

{Update Address)

Shfiping Information
Plzase select a Shipping Addres

- Defzult (Same as Contace
Irfar &8 o)
sflew Shipping Address.

&

You*will now have one final opportunity to confirm your order. Feel free to add any special
notes in the text box, then click "Confirm Order".

Checkout
Hame SKU Guantity
Depository Library Decal (Glue on Front) DIECCT 1
Classification Chart Poster fas Ceu)] 1

PLEASE REVIEW THE PROVIDED DATA AMD CONFIRM THE ORDER!

Shipping Address: Adelade Hasse
732 Narth Capite! 52, MW
Mall Ztopc IDLP
Washinglan, District Of Columbia 20008

Flease leave a note 1o us with your order i Fyau want ta:

Special Instructions for shipping, Atin, efc.
‘ Canfinm Ordar ’
e ——

Once you confirm your order, you will see a "Thank You" message. Click the "Follow this link
to view the Order Details" link to see your order summary.

Thank vou for vour orcer.

v vour order has been successfully placed!

A confirmation ematl has been sent to; ahassefigpo.gov

Follew this link to view the Order Details,
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This"is the "Order Summary" screen. You will also receive an email copy of your "Order
Summary" based on the email address on file for your library's FDLP Desktop account.

Ciecler Summary i

US. Cavernment Printing OThiee &y
732 M, Capitgl Street, HW

1]

Washinguon, District O ColurmbBia 20401

Qrder Information

Order Mumber OO 3

Cirder Duate; ronday, 0 Fearuany 2000 0104
Order Status: Confirmed

Customer Information

Contack Inform ation Shipping Addross

Em&il: ahassef@gpogov Address
Library Hame: MNJA Mick name:
Librany Number Mj& Litsrary BMame M
Title: pdr. Library Humber Nis
First Hame: Adelade First Mame: Adelade
Last Hame: Hasse Last Mame: Hasse
adiness 10 732 North Capital St MW Address 1: F32 Narth Capital 56 tvr

Address 2 Mall Stop 1DLP Address 2 Mall Suagy I0LP
City: Washingtan Tyt Washingron
Sratef Province Fegi on D Stakeffrenance
er,egi:n'
ZiprPostal Code 20401 u
. . 2l Fast 2
l'.‘l;:.ntr',- :I;;t:iSintc, Cade: 2040
e . Country: United States
Fhane: 202-512-0000
Qrder Items
oy Harm e A
1 Deposilony Library Decal (Gue on Front) DECCOM
1 Classificaion Cham Foster FOOom

To &dit your Account Information, Shipping Information, and Order Information; click on
"Promo Order History" from the right-hand navigation menu when logged in.

Customer Account: Adelade Hasse

i' Account Informarion

Here you can update yaur billing informatice.

@ shipping Information

Here you can add and maintain shipping addresses,

L::I order Information
[ (Seaen ]

f_{)y,w Qrder Date: 0%, Febireary 200% Order Status: Confinmed

Crder Humber; 0001113

Renmiember to log out when you are finished ordering promotional materials or managing your
account.

User Menu for Ordering
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<

Before you begin ordering promotional materials, here is some helpful information to
note before navigating through the store. Once logged in, a "User Menu" will appear in the
right-hand navigation menu as demonstrated below. To get to the front of the store to view
products while shopping, click on "Order Promo Materials". If you need to get back to your
shopping cart at any time, simply click on "My Cart" from the "User Menu". To track all of the
orders that you have placed, click on "Promo Order History" available from the same menu.
You can also manage your account information and shipping information from the "Promo
Order History" menu item.

User Menu

Grder Promo Material
n Wy Cart
Fromo Qrder History
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